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DISCLAIMER 

Financial Tracking Solutions makes a sincere effort to ensure accuracy 
and quality of its published materials; however no warranty, expressed 
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TRADEMARK NOTICES 
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Inc. in the United States and other countries. 



INTRODUCTION 



Requirements : 

Designed for use with QuickBooks Pro 2002, 2003 & Premier 

2002 AND 2003" 

Minimum CPU required: Pentium 200 

Minimum Memory required: 64 MB 

Minimum hard disk space required: 200 MB 

Operating system version: Windows 2000/XP and above 

Minimum screen resolution : VGA, 800k 600 

QBFC SDK 1.1 

Getting started - Make sure you followed the installation 
instructions and that you also installed the QBFC SDK 1.1. 

Read Me Notes: 

01/11/03 If you get a message that says you have a "Broken 
reference" You need to go back and install the QB SDK 1.1. 
09/10/03 Make sure you enter a Soc. Security Number or some 
unique number in the Tenant Information form. (This will not 
be required in next version) . 

11/01/03 Please don't use an apostrophe or comma in the 
Tenant Name or Building name. (This will not be required in 
next version) . 

To get started you need to make sure QuickBooks PRO 2002 or 

2003 is open to the company you wish to enter data. 

I've included a Sample company you can use as an example to 
get started called MyProp Sample Company. I would recommend 
you restore it to your system and setup a couple owners, 
buildings, units and Tenants. This way you'll get a feel for 
how the system works before you start using real data. 

Once you are ready to enter live data do the following: 
Either Restore the MyProp Sample Company or start a new 
Company yourself. 

If you create your own new Company in QuickBooks : 

1 . Make sure preferences are set in QuickBooks for Classes. 
When asked to choose the default Chart of Account or 
list say no. 

2 . In Quickbooks click on file, utilities and import. Then 
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Import the file called MyPropItems . IIF and GlChart . IIF 
into the company you are going to process in. This will 
set up the items and the GL accounts with the names you 
need such as Rent, Other income etc. The item names 
and Income Account names cannot be hanged. 

3. If you have an existing property Management system please 
print out reports such as Owners name and addresses, 
Building information, unit information and tenant 
information . 




Daily Processing 



Vendor / Work Order 



Daily Processing Reports 
Month End Processing 
Management Reports 
New Building Setup 



Utilities 



To start MyProp click on MyProp in the Start Menu. The above 
screen should be displayed. 



Getting around in MyProp : 

The Main menu is the focal point of the system, from here 
you can go to each menu selection and return. Some things 
you should know: 

In most cases you will use the Tab key after a selection to 
go to the next field. Dates must be entered as XX/XX/XX, 
Phone numbers are entered with just numbers, such as 
7149671214, the system will reformat them for you. 

Beginning : 

Click on Utilities, then "Company Setup Options" . The 
following screen will appear. 
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§ SetupOptions 



Company Name 

Address 

City 

State 

Zip 

Phone 

Late Fee % 

Grace Period (Days) 



C & D Properties, LLC 



123 Fourth St. NW STREET 



Santa Ana 



CA 



92648-1999 



714-123-4567 



10.5 



Close Form 



Enter the information requested. The Company name will 
appear on most of the reports. The late fee is what you want 
to charge Tenants if they're late and the grace period is 
how many days from there due date do you charge the fee. 
Regardless of what you enter here the fee can always be 
adjusted. 



Entering data for Startup: 

The first thing we'll do is choose New Building setup from 
the main menu. You should have a copy of your owner, 
building and tenant information . 



Adding Owners: 

The first choice on the menu is add new owner. Click on it 
and a screen will appear ready to accept all the typical 
owner information. 
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|Q Owners 












Jnl xl 

~ ' *— 1 1 


Select Owner 




Owner Type 


I 












Sole Proprietor 


„ I 


Owner Name 


ICIem Dominguez 












Address 


|41 9 Main Street #104 












Address? 


iHuntingtorVSeach 












CiV 












State 


|CA 












"7ii-i r~""r-irJr-i 

£ip L-ooe 














Couniy 














Telephone 














Fax Number 














Cell Phone 














Web Address 
Record: H | 4 | 


2 ► | M of 2 




Undo Entry | 


Save j 


Close Farm 











Owner type is for information only, choose one that seems 
applicable . Most information should be entered in upper 
case. 

Tab through the rest of the fields entering information 
that's applicable. Don't worry about the building allocation 
that will take place when you add a building. 

When you're finished entering the information click on save. 
The cursor should bring you back to the Owner Name field to 
enter the next owner. 

Click on the close form when you've entered all owners. 



Adding Buildings : 

Click on add new Building . 
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Buildinglnfo 



Select Building 




Property Type 


[Residential Income ■*■ j 




l\ 


Status |A Purchase Price 


$1,200,000.00 


BuildingName 


|1 039 Valencia 


Purchase Date 


| 7/1/1998 


Address 


|1 039 Valencia Ave 


Depreciation Basis 


i $1,000,000.00 


CiV 


jCosta Mesa 


Processing Fee % 


| 2.0 


State 


|CA 










Ins. Carrier Name 


[Farmers Insurance 


Zip Code 


|92626 k 


Ins Policy Number 


|7777-111-111 


County 


Orange 


Ins. Expiration Date 


| 9/1/1978 










Map Code 


|777-999-1 1 1 


Owner Name 


Amanda Bines ' 










Number of Units 


1 4 






Resident Manager 


Mary Jones 






Managers Unit 


h 






Managers Payment 




$1 00.00 UndoEntry 


| Save j Delete 



Record: H | | f 1 ► | H of 2 



Enter all applicable information . The Building name is 
unique. If the building has no specific name enter part of 
the address such as 1045 Valencia. Some things you should 
know specific to Buildings: 

Resident Manager, Managers Unit and Managers payment and 
property and purchase fields for information only. 
Processing fee is if you want to charge a fee to the other 
owners for your accounting work or for managing the property 
for someone (enter as a whole number) . 

Reminder : Dates are always entered as xx/xx/xx . To enter 
July 30, 2002 you would enter 07/30/02. 

Make sure you have QuickBooks open at this point to the 
Company you wish to add the data to. When you click on 
"SAVE" you will be saving the record and also saving a 
record to Quick Books with the Building Name becoming as a 
Customer and class. 

Note: If this is the first building you are adding to the 
Company you will get a message that will ask you if its okay 
to do this. Click on "Always" and then go back to the MyProp 
(which will probably be minimized at this point. 

You should go through a series of messages. The first should 
be: 

This application adds a new class, named (The name of the Building 

you entered) to QuickBooks. QuickBooks must be running with data file 
open . 
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Okay Cancel 

Click okay. After a few seconds you should see another 
message that says : 

Classret ListID = xxxx-xxxxxx (a number) 
Okay (press) . 

The program just added a Class to QuickBooks . Next you will 
see: 



This application adds a new Customer, named (The name of the 

Building you entered) to QuickBooks. QuickBooks must be running with a 
data file open. 

Okay Cancel 

Click okay. After a few seconds you will should see another 
message that says: 

Customer ListID = xxxx-xxxxxx (a number) 
Okay (press) . 

*** Don't worry this only happens when a Building is first 
entered. 



Now look at the Customers QuickBooks, there should now be a 
Customer and a Class with the name of the Building . When 
you're finished you should be taken back to the Building 
name field. When you're all done adding building' s click on 
close form. 



Adding a Unit: 



UnitBuilding 



ins 



BuildingNarne 
Unit 

Square Footage 

Bedrooms 

Bathrooms 



Family Room 1 

Fireplace ^~ 

Children Accepted l~~ 

Pets Accepted ~ 



Record: M | 4 | f 



Select Unit 



Garbage Disposal f~ 



Microwave 


17 


Tenant Pays: 




Dishwasher 


W 


Gas 


W 


Washer/Dryer 


& 


Electric 


17 


Air Conditioning 


r 


Water 


r 


Garage 


r 


Sewer 


r 


Parking Space 


i 

r 


Taxes 


r 


Cable Access 







Current Tenant 
Current RentArnt 



New Record / Save 



VACANT 



$0.00 



UndoEntry 



IP* 



5 ► | H of 5 



To add a unit first find the building from the select 
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building drop down. Now enter the unit number and then 
proceed to enter the rest of information about the unit. 
If the building type is Single Family the program will 
automatically insert FSU in unit number. You do not enter a 
tenant or rent amount at this time. 



When you're finished click on the New Record / Save button. 
When you've entered all the units for a building click on 
close form. Click on the Add Tenant menu selection . 



Adding Tenants. 



Tennants Information 



Tenant Name 
Building Name 
Unit 

SocSecNum 
Home Phone 
Work 
Cell Phone 
Email 

Co-Tenants 



jAMANDA PINES 
|18S00 DELAWARE 
[SFU T] 

I 

|(714) 566-1888 
1(71 5) 11 1-7777 
|(777J 11 1-7777 



Ashly 
Tifinity 



lgendiver@aol com 



Current Rent Rate 
Security Deposit 
Security Bond Holder 
Key Deposit 
Other Move-In Fees 
Move In Date 
Last Rent Increase 

Rent Due Date 
Amount Due 
Last Pay Date 
Last Pay Ami 
Balance Due 



11,000.00 



Lease Begin Date 



Record: H | 



1 ► | H of 1 



$15.00 



9/1/2808 



9/1 /2808 Move out Date 



$0.00 Fowarding 
Address 



8/4/2003 



$1,000.00 Lease Expire Date [ 
Status 



3/31/2003 



Occupant 



9/1 /2803 Move Out Charge:;: 



Other Charges Due 



W/O Charges 
Late Fee Due 



r 



Show History Print History 



Undo Entry 



10.00 
10.00 



Some things you should know: 



Social security number is entered as a 12— digit number 
whole number (12388881111) , the system will format it 
for you, do not try to enter the dashes. 

Enter the tenants current rent rate, security deposit, 
and key deposit amount. 

Enter the date the next rent is due, date of last rent 
increase and lease expiration date if applicable . 

Leave Amount due 0. If a tenant is paid up to date. 
If they owe any money enter it in balance due. 
Enter status as "occupant" . 

When you're done click on save. After all Owners, Buildings 
and tenants are added go back to the menu and click on the 
utilities, "Bulk Unit Update". This will enter the tenant 
name and rent amount in their proper unit. Also click on the 
"Utilities Menu/Data Tools" and then "Make database 
Backup" . This will backup your database in the same 
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directory should something happen. 

On a regular basis you should also copy the whole "MyProp 
3.0" folder to a CD or another part of your system. 

Charging rents 

Now that you're finished adding all your information, you'll 
need to charge rents as if it was month end. Go back to the 
main menu and click on "Month End Processing" , then "Charge 
tenants including W/0 charges". 



Enter Parameter Value 



2<J 



Enter Rent Due Date 



OK 



Cancel 



Enter the Rent Due Date such as 09/01/03 and press okay. 
Next you'll see this screen. 



Enter Parameter Value 




Enter Invoice Date 














Cancel j 









This is the date that the invoice will have on it if you use 
invoicing, if not just enter the same date as the Rent due 
date. When it's complete you'll see a message: 



Monthly Charge Completed 




The best way to use this system is to prorate rents when a 
tenant moves in so the rent due date for all tenants is on 
the first of the month . 

You're pretty well set to go back to the "Utilities 
Menu/Data Tools and backup again, make it a habit, While it 
backs it to the same directory if you should enter a wrong 
charge date, etc. it will be nice to have an immediate 
remedy . 
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Daily Processing Reports: 



To print or view reports click on Management Reports from 
the Main Menu. 

Quick Rent Roll - A look at the unit status for buildings . 

Vacancy Report All - Shows all current vacancies. 

Tenant Status - Quick view of Tenant current status 
including last rent increase. 

Tenant Delinquency (all) - Shows all delinquencies 

Vacancy Report by bedrooms, bath - Allows you to find only 
vacancy with certain number of bedrooms or baths. 

Tenant Lease expiration by days - Allows you to enter number 
of days before lease expires and gets all Tenants that fall 
into that category. 

Building Insurance Expiration — Shows a list of buildings 
and when there Insurance expires. 



Daily Processing Menu: 
Receive Rent Payments: 

Once MyProp is up and running you will be spend the majority 
of time receiving rents from tenants. Click on Daily 
Processing, then receive rent payments. Select the Tenant 
you want to pay then press the TAB. It should take you to 
the rent Amount field. Enter any additional fees Tenant owes 
for month. Then enter the date paid, Amount paid, payment 
type. 

Make sure to enter the date the next rent is due. The system 
will automatically add 30 days to the last date but for 
various reasons that might be incorrect . You can also enter 
any remarks that might be needed to explain certain 
circumstances. When you're all click save you should get a 
message like this: 

This application adds a new Sales receipt to QuickBooks . 
QuickBooks must be running with data file open. 
Okay Cancel 
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Click okay. Then the following message. 

Status = message = Status okay, severity=info 

Salret : Edit Sequences = xxxxxxxx, Amount due $xxxx, due 

Due xx/xx/xx . 

What just happened is that the program wrote a Sales Receipt 
record to QuickBooks . When to receipt all the checks of the 
day and want to process the amounts go to QuickBooks receive 
deposits . 

Print out the rent receipt to give to the tenant or keep in 
your file. When you're all done click on the close icon. 

Tenant Status Report - This report shows the status of the 
tenant as of now. 

Add Tenant Information Prior to Move in: 

Enter all the tenant information as you did when you added a 
tenant when you first set the building up. The only 
exception is you can leave the Tenant type as pending credit 
approval if they have not moved in yet . 

Tenant Move In : 

Click on Tenant Name and enter it and all applicable 
information . Do not enter Amount Due. Once that's completed 
you're ready to receive money from the Tenant. 

Generally a tenant will either give you a check for a credit 
report and sometimes a deposit in good faith, if this occurs 
you need to do the following: 

Deposit Before move in: 

When you receive a deposit before a tenant moves in, either 
cash of check go to the Daily Processing, Receive Rent 
Payments . Select the Tenant (You should have entered all 
information in Tenant Information) . 

Click immediately on Date Paid and enter date paid, tab to 
amount paid, enter payment method and then check number. 
You'll notice that the balance will be a credit. Now when 
the tenant moves in there correct total will be calculated. 
When you're satisfied click on save. The program will now 
add a Sales Receipt to QuickBooks as before. 

Print receipt and give to prospective Tenant for their 
records . 
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Moving Tenant In : 

To move a Tenant in go to Daily Processing, Tenant Move In. 
Select the Tenant to move in. They should already have been 
entered in Tenant Information . If not go to Tenant 
Information and add. Tab to date paid if Move-In amount is 
correct. Enter check number, amount, payment type etc. Make 
sure to enter the correct date when rent is due. Click save. 
The program will again add a Sales Receipt to QuickBooks, 
Print receipt and give to prospective Tenant . 

The payment will insert the Tenant in the unit with the name 
and the proper Rent amount . 

Tenant Move Out 

When you move a Tenant out the system will keep them on file 
but not show them as Tenants. It will also calculate what 
you need to pay them or vice versa. It will also change the 
status of the unit too vacant. 

Click on Daily Processing, Tenant Move out. Select the 
Tenant to move out . 

The move out balance on the right is the security deposits 
owing. You need to prorate the amount of rent to add or 
subtract from this amount. If you pay the Tenant with a 
check later enter *** Later. When you write the check go 
back in Tenant Information and enter it as a remark. 

Receive Miscellaneous Income 

There are a number of instances when you will receive income 
that is not related to a tenant . For example when you take a 
check from a person to run a credit report. Another case 
would be when you receive income for a coin operated laundry 
Machine 

In these case click on the Daily Processing Menu and the 
miscellaneous income selection . Enter the income type 
description, the building it relates to and the amount. 
Click on saves and the program will add a record to the 
QuickBooks program. 

Change Tenant, Building or Unit information : 

This selection takes you through another menu so you can 

change and information on Tenants, Buildings or units. 
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Management Reports: 



H Property Management Fee Estimate 
I Ownership by Building 
I Ownership by Owner 
I To Previous Menu 



The Property Management fee estimate allows you to select a 
date range to estimate a fee you might want to charge. 

The Ownership reports are information only reports. 
Month End Processing 

Charging rents at the end of the month is the best way to 
use this system. To do this you will need to prorate rents 
when a tenant moves in. This way you need to run the charge 
rents program once at the end of the month. Go to the 
utilities menu and click on charge rents. It will ask you 
for a date. Enter the due date, usually the first of the 
month . 

Vendor / Work Order 



■ Vendor Add 
I Vendor Change or Delete 
I Enter / Change Work Orders 
I Enter or Change Work Codes 
I To Previous Menu 
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Vendors are used only for Work Orders. All Accounts Payable 
functions like paying bills will still be done in 
QuickBooks . 



Adding / Change Vendor: 



Vendor Information 



VendorlD 

Vendor Name 

Address 

City 

State 

ZipCode 

Phone 

Expense Acct 



Show History 



3 



Save 



Close Form 



Add or Change Work Orders 



W/0 Master 



- □ x 



W/0 Number 

Work Code 
Service Date 

VendorName 
Job Description 



Date Promised 

Received By 

Est. Labor Hours 
Estimated Cost 



(Auto Number) 



dd Vendor 



Parts Replaced 

Actual Cost | 

Authorized By [ 
Date Completed | 

Charge Tenant j 

Tenant Charge Amt: I 



Bill Description: j 
Billing date [ 



Add Record 



$0.00 



"3 



SAVE 



Close Form 



Record: \i \ i \ \ 1 >■ \ >l\>#\ of 1 

Work Order Description: 

Enter all information applicable to the work order. This 
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function is primarily to pass through charges for damages to 
a Tenant . The date completed is month that the Tenant will 
have theses charges passed through to the Tenant . 

After the charges are passed through the billing date will 
be updated meaning it ' s charged. 



Work Order Codes : 
Invoicing /Billing - 

After you charge rents you can bill the tenants. The bill 
will reflect the balance due, the current rent due and any 
amounts charged through the work order module. 

To print out or display bills go to the menu selection 
"Month End Processing" and select print invoices . 

Late Charges 

Late charges should be run on the day they would be charged. 
If put the grace period for five days, run late charges on 
the sixth of the month . 

To run late charges, go to Menu selection "Month End 
Processing" and click on apply late fees. You will need to 
enter today's date. 



Backing up: 

It's very important to back up your data periodically as 
with any system. The backup data base function just makes a 
copy in the same directory. This should be used when 
charging rents etc. So if you make a mistake you can go back 
and correct it easily. 

To back up just click on the . mdb file to highlight it, 
(it's most likely in the Program Files\MyProp directory. 
Once highlighted right click it and click on copy. Once 
that's done rename it with today's date and paste it to a 
zip drive. The other thing you can do is setup a backup 
directory on your C: drive to copy it to that directory. 
Then make that directory a part of your nightly backup via 
tape or CD. 

END: Please call me at 714-967-1214 Or e-mail me at 
wrkemail@aol.com if you're having problems. 
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